
DEPARTMENT OF THE NAVY 
HUMAN RESOURCES SERVICE CENTER EAST 

Code 52, Building 17 
NORFOLK NAVAL SHIPYARD 

PORTSMOUTH, VIRGINIA 23709-5000 
www.donhr.navy.mil 

EXTERNAL RECRUITMENT BULLETIN 

PROGRAM ANALYST , GS - 0343 - 13  

SALARY (INCLUDING LOCALITY PAY): $70,519.00 - $91,672.00 PER ANNUM  

Permanent Position 

ANNOUNCEMENT NUMBER: EX4188855-SRA-NR  

DUTY LOCATION: QUANTICO VA  

ACTIVITY: PLANS, POLICIES, AND OPERATIONS DEPARTMENT, 
OPERATIONS DIVISION, HQ MARINE CORPS 

OPENING DATE: 03/10/2004  

CLOSING DATE: 03/23/2004  

WHO MAY APPLY: ANY U.S. CITIZEN 

CONDITIONS OF EMPLOYMENT 

• U.S. citizenship required.  
• Participation in direct deposit/electronic funds transfer as the standard method of 

payment is required.  
• Relocation/PCS expenses will not be authorized.  
• Must be able to obtain and maintain a TOP SECRET clearance.  
• This is a Department of the Navy drug testing designated position. 
• Travel is required 15% of the time. 

THIS ANNOUNCEMENT MAY BE USED TO FILL ONE OR MORE 
VACANCIES. 

DUTIES: Provides management, oversight, and the day to day operations of the 
Department of Defense (DoD) Joint Non-Lethal Weapons (JNLW) organization 
responsible for the development of concepts, concept exploration programs, 
requirements, modeling and simulation, and experimentation for DoD non-lethal 
weapons development. Conducts assessment studies, which include conduct of modeling 
and simulation activities and formulating operational analysis of existing and emerging 



non-lethal weapon systems. Uses performance of requirements analysis associated 
platforms/weapon systems missions and environments to identify interoperability and 
integration with legacy systems and for support for joint operations. Accomplishes the 
Management Objectives of the Concepts and Requirement (C&R) Division of the JNLW 
Directorate. Coordinates staff efforts in implementation of the strategic plan and program 
plans of work. Coordinates staff efforts for the identification, review and implementation 
of Non-Lethal Weapons (NLW) concepts, requirements, training and education, and 
experimentation efforts. Provides cohesiveness for the Concepts and Requirements 
Division process development, including the participation in establishment of priorities, 
the development of an implementation plan, and the resource acquisition and allocation 
evaluation processes to assure maximum efficient implementation of NLW C&R goals 
and objectives in a joint service environment within DoD and other involved agencies. 
Serves as expert planner, analyst, and advisor to C&R Division on annual/multi-year and 
long-range fiscal/program planning, acquisition program execution and interoperability 
and integration with legacy systems and employment and support of NLW for joint 
operations.  

QUALIFICATION REQUIREMENTS  

SPECIALIZED EXPERIENCE: Applicants must have one year of specialized 
experience equivalent to the GS-12 grade level in the Federal service. Specialized 
experience is experience that demonstrates knowledge of non-lethal weapons concepts, 
requirements, training and education and experimentation efforts and their effects on the 
employment and deployment of non-lethal weapon capabilities on the battlefield; 
experience in operations research/analysis involving strategic planning for 
platform/weapons systems development, systems concept development and requirement 
analysis and weapon system integration; and experience with the analytical and 
evaluative methods and techniques for assessing program development or execution and 
improving organizational effectiveness and efficiency.  

BASIS OF RATING: Only experience, education and training acquired prior to the 
receipt of your application will be considered in the rating process. Unpaid or volunteer 
experience is creditable, provided the work done was of a quality level required for the 
position. You must show the actual time spent in such activities, such as number of hours 
per week. 

Missing application information will not be requested. 
Statements concerning qualifications are subject to verification. Exaggeration or 
misstatement may be cause for your disqualification or later removal from your position.  

INTERAGENCY CAREER TRANSITION ASSISTANCE PROGRAM (ICTAP) 
REQUIREMENTS: Individuals who have special priority selection rights under the 
ICTAP must be well qualified to receive consideration (i.e., attain a rating of 90 points or 
higher, not including veteran preference points). ICTAP candidates MUST submit a copy 
of the agency reduction-in-force notice, a copy of their most recent Performance Rating 
and a copy of their most recent SF-50 noting current position, grade level, and duty 



location. Please annotate your application to reflect that you are applying as an ICTAP 
eligible. This information must be faxed to 757-396-7236 with your name, social security 
number and announcement number on the transmittal sheet. 

NOTICE TO VETERANS: If you served on active duty in the U.S. Military and were 
separated under honorable conditions, you may be eligible for veteran preference. 
Military retirees at the rank of major, lieutenant commander, or higher are not eligible for 
preference unless they are disabled veterans. Guard and Reserve active duty for training 
purposes does not qualify for preference. 5-point preference is awarded to veterans who 
served during the period 12/07/1941 to 07/01/1955; or for more than 180 consecutive 
days, any part of which occurred after 01/31/1955 and before 10/15/1976; or during the 
Gulf War from 08/02/1990 through 01/02/1992; or in a campaign or expedition for which 
a campaign medal has been authorized. Medal holders and Gulf War veterans who 
enlisted after September 7, 1980, or entered on active duty on or after October 14, 1982, 
must have served continuously for 24 months or the full period called or ordered to active 
duty. This service requirement does not apply to veterans with compensable service-
connected disabilities, or to veterans separated for disability in the line of duty, or for 
hardship. 10-point preference is awarded to veterans who served at any time and who 
have a present service-connected disability or are receiving compensation, disability 
retirement benefits, or pension from the military or the Department of Veterans Affairs; 
individuals who received a Purple Heart; an unmarried spouse of certain deceased 
veterans; a spouse of a veteran unable to work because of a service-connected disability; 
and a mother of a veteran who dies in service or who is permanently and totally disabled. 

HOW TO APPLY 

Your application will consist of three components. The first component consists of the 
occupational questionnaire and the second component is your resume. The final 
component of your application consists of "other" application materials (for example, 
documentation of veteran status). Instructions on completing and submitting these items 
follow. Please follow all instructions carefully as errors or omissions may cause you 
to lose consideration for this position.  

STEP ONE:  

Complete and Submit the Occupational Questionnaire:  

To submit your answers Online, you may start by clicking on the following link. 

Online Questionnaire  

https://www.hr-services.org/USAWeb/USAWeb.aspx?strVIN=NV188855 

OR  



1. Enter the following link into your Internet Browser: 
 
https://staffing.opm.gov/vacancies/SecureApplyOnline.asp 

2. Scroll down the Online Application screen until the "Vacancy Identification Number" 
box appears under the "Create a New Application For This Job" on the left side of the 
screen.  

3. Enter Vacancy Identification Number NV188855 click on "Submit" to start a new 
Online Application/Questionnaire for this vacancy. 

We highly encourage you to complete the Occupational Questionnaire using the 
Online Method since it is the most efficient way for us to process your responses . If 
you are unable to submit your responses on-line, refer to the alternatives described under 
Alternative Methods for Completing Occupational Questionnaire. 

SUBMISSION OF THE ONLINE QUESTIONNAIRE ALONE IS NOT A 
COMPLETE APPLICATION AND YOU WILL BE RATED INELIGIBLE IF 
YOU DO NOT ALSO SUBMIT YOUR RESUME. 

Alternative Methods for Completing Occupational Questionnaire.  

If you are unable to submit your Online Questionnaire on line, you may obtain a Form C 
(OPM Form 1203-FX) by mail. To do so, follow the instructions below: 

1. Call USAJOBS by Phone at 1-703-724-1850 

2. After the introductory message, press 1 to begin 

3. At the main menu, select 3 to request forms and then 1 to begin recording 

4. At the prompt, enter your zip code 

5. At the next prompt, ask for Form C (OPM Form 1203-FX)  

6. At the next prompt, record your name, address and telephone number  

7. The system will allow you to review and change your request, address and telephone. 
When you are ready, press 3 to save your request. The form will be mailed to you. 

To complete the paper Form C, follow the instructions under "Instructions for answering 
the questions in the Occupational Questionnaire." Be sure to enter your Social Security 
Number and the Vacancy Identification Number NV188855 at the top of each of the six 
pages of the form.  



If you choose the method of completing the paper Form C, it MUST be completed and 
postmarked by the closing date in order to be considered for this position. 

Social Security Number 

Providing your Social Security Number is voluntary; however, we cannot process your 
application without it. 

 

Vacancy Identification Number 

NV188855 

 

1. Title of Job 

PROGRAM ANALYST 

 

2. Biographic Data 

Enter your biographic information. If you do not have a telephone number, leave blank or 
you may enter a work number, if you can be contacted at that number. 

 

3. E-Mail Address 

If you would like to be notified by e-mail, enter your e-mail address in the space 
provided. 

 

4. Work Information 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

5. Employment Availability 

Questions A through D are required. Answer with Y for YES or N for NO. Leave Section 
E blank. 



 

6. Citizenship 

Are you a citizen of the United States? 

 

7. Background Information 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

8. Other Information 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

9. Languages 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

10. Lowest Grade 

Enter the lowest grade level you are willing to accept. 

 

11. Miscellaneous Information 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

12. Special Knowledge 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

13. Test Location 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

14. Veteran Preference Claim 



Enter your claim for veteran preference. You must provide the appropriate proof to 
support your claim. If you are not claiming veteran preference, select "no preference 
claimed". 

 

15. Dates of Active Duty - Military Service 

If you are claiming veteran preference you must enter the dates of your active duty unless 
you are claiming derived preference such as widow/widower's preference or spouse 
preference. 

 

16. Availability Date 

If you can begin work immediately, leave this section blank. If you are not available at 
this time, you must provide the date you will be available for employment. 

 

17. Service Computation Date 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

18. Other Date Information 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

19. Job Preference 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

20. Occupational Specialties 

The occupational specialty code for this position is:  

001 NONE 

21. Geographic Availability 

The geographic location code for this position is: 



1449 QUANTICO, VA 
 

22. Transition Assistance Plan 

In this section indicate if you are a surplus displaced Federal employee requesting special 
priority consideration under the Interagency Career Transition Assistance Plan (ICTAP). 
To receive consideration for ICTAP, you must submit the necessary supporting 
documentation. Refer to the vacancy announcement for additional information and 
instructions. 

 

23. Job Related Experience 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

24. Personal Background Information 

The Online Questionnaire will not ask you this question. On the C Form, you will leave 
this section blank. 

25. Occupational Questions 

1. Read the following statements and choose the one letter that best describes your 
background. Please read ALL options before entering your response. 

A. I have at least one year of specialized experience equivalent to the GS-12 grade level 
in the Federal service that has demonstrated knowledge of non-lethal weapons concepts, 
requirements, training and education and experimentation efforts and their effects on the 
employment and deployment of non-lethal weapon capabilities on the battlefield; in 
operations research/analysis involving strategic planning for platform/weapons systems 
development, systems concept development and requirement analysis and weapon system 
integration; and the analytical and evaluative methods and techniques for assessing 
program development or execution and improving organizational effectiveness and 
efficiency. 
B. My background does not meet the level described above. 

For items 2 through 20, choose the ONE statement from the list below that best describes 
your experience and/or training for each listed task. 

A- I have not had education, training, or experience in performing this task. 
B- I have had training or education directly related to this task, but I have not performed 
this task on the job. 
C- I have performed this task on the job under the direction of a supervisor or other 



employee to ensure compliance with proper procedures. 
D- I have performed this task on the job independently and without the review of a 
supervisor or other employee. 
E- I have served as a technical expert on this task and/or I have provided guidance or 
supervision to others because of my background. 

2. Designs and develops a written vision for the future of the organization, builds 
understanding around the service missions, mission needs and requirements generation 
and develops appropriate goals and strategies to advance these efforts. 

3. Conducts assessment studies, which include conduct of modeling and simulation 
activities and formulating operational analysis of existing and emerging non-lethal 
weapon systems. 

4. Uses performance of requirements analysis associated platforms/weapon systems 
missions and environments to identify interoperability and integration with legacy 
systems and for support for joint operations. 

5. Understands mission needs / requirement generation concepts, principles, and practices 
as well as a general knowledge of the methods, practices, and processes of technical 
disciplines related to Joint Service operations and business practices. 

6. Takes required actions to ensure development, coordination, and management of Joint 
concepts, requirements, doctrine, training and education, and documents and directives as 
required. 

7. Delegates program management responsibility (i.e. subtask sponsorship) to 
subordinates as appropriate. 

8. Maintains active liaison with service requirements representatives, unified commands, 
service acquisition executives, defense agencies and research organizations. 

9. Analyzes current Service and Joint operations, determines needed changes and 
evaluates other proposed changes in functional user requirements. 

10. Develops concepts and procedures for accomplishing changes and prepares definitive 
requirement statements. 

11. Participates in operational demonstrations, tests, and evaluations of future Non-Lethal 
Weapons capabilities. 

12. Negotiates effectively with leadership to accept and implement recommendations, 
where the planned actions involve substantial program resources, require extensive 
changes in established procedures, or conflicts with service centric desires for the 
advancement of the joint program. 



13. Exercises cooperation and cohesiveness of personnel responsible for the development 
and administration of concepts and concept exploration programs, requirements, and 
experimentation of Non-Lethal Weapons (NLW) programs. 

14. Coordinates with major military field commands regarding the projected acquisition 
and fielding of Non-Lethal Weapons (NLW) equipment and monitors the status of efforts 
associated with proper fielding of those systems from the concepts, requirements and 
doctrinal employment perspective. 

15. Represents the command at meetings in all aspects concerning joint concepts, 
requirements, training & education and experimentation with representatives of the Joint 
Staff, Unified Commands, and the services. 

16. Practices active communication as both sender and receiver, be an effective briefer, 
and situational team member/leader as the situation necessitates. 

17. Assists in establishing Financial Planning and Resource Development and 
implements financial development strategies. 

18. Assures solid planning and budgeting systems are in place and that command goals 
and strategic planning serve as the basis for financial planning. 

19. Develops new ways to measure program accomplishments, results and effectiveness. 

20. Performs continuous appraisal of utilization of fiscal resources in accomplishing 
command program objectives and goals. 

 

STEP TWO: Submit your resume . You may submit your resume for this vacancy 
announcement online. To do so, scroll down to the end of the vacancy announcement. 
Click on the "Apply Online" icon. Then follow the USAJOBS web site instructions.  

After you complete and submit the online resume, you will receive a "Confirmation of 
Submission" message stating that your online resume has been successfully submitted. If 
you do not receive this message, please submit again as this indicates that your 
resume has not been received.  

NOTE: SUBMISSION OF YOUR RESUME ALONE IS NOT SUFFICIENT. 
SUBMISSION OF A RESUME ALONE WILL NOT BE ACKNOWLEDGED. 
FAILURE TO COMPLETE BOTH THE ONLINE QUESTIONNAIRE AND 
YOUR RESUME WILL RESULT IN AN INELIGIBLE RATING. In addition, 
submission of a resume and the online questionnaire MAY NOT BE a complete 
application. Many positions require the completion of additional forms and/or the 
submission of supplemental materials. Please carefully review the complete vacancy 
announcement for full "How to Apply " instructions. Failure to provide the required 



information and/or materials may result in your not being considered for employment. Be 
sure your resume includes the following information: 
 
-Vacancy Identification Number NV188855 position title and grade for which you are 
applying. 
-Your full name, mailing address, and telephone number. 
-Social Security Number. We cannot process your application without your Social 
Security Number. 
-Country of Citizenship. 
-Education: include the name, city, state, zip code and date of high school diploma or 
GED. If applicable, include the name, city, state and zip code of the college attended, the 
type and date of degree, including the major. If you qualify based on your education, be 
sure to include a complete copy of your college transcripts with your application. 
-Work Experience: for each paid or non-paid position held related to the job for which 
you are applying (do not provide copies of job descriptions) indicate the job title; duties 
performed; number of hours per week; employer's name and address; supervisor's name 
and phone number; starting and ending dates of employment (month/year); salary; and 
indicate if your current supervisor may be contacted. 
-Other Qualifications: list job-related training courses (title and year); job-related skills; 
job-related certificates and licenses; job-related honors, awards, and special 
accomplishments. 

Electronic resumes must be submitted by midnight Eastern Time on the closing 
date.  

STEP THREE: To receive consideration under this vacancy announcement, your 
application materials must be postmarked by the closing date. If you are applying 
electronically, your resume and occupational questionnaire responses must be 
submitted by midnight Eastern Time on the closing date.  

• If you are applying online, be sure that you complete a resume and the Online 
Occupational Questionnaire. If you are not submitting an electronic resume, you 
must mail your resume to HRSCE. If you choose not to complete the occupational 
questionnaire online, you must complete a Form C and mail it to HRSCE. Do not 
fax the Form C.  

• If you are applying for veteran preference, mail or fax evidence of eligibility, such 
as: DD-214 (Certificate of Release or Discharge from Active Duty that shows 
nature of discharge and total active service time) or Standard Form 15 
(Application for 10-Point Veteran Preference ), and the proof requested on the 
form. You may fax your documentation to 757-396-7236 (it must have your 
name, SSN and announcement number on the fax.  

• If you were ever employed by the Federal Government, show the highest Federal 
civilian grade held, job series, and dates of employment in grade. If you were ever 
a Federal employee, please fax a copy of your last/latest SF-50 to 757-396-7236. 
Your name, social security number and the announcement must be listed on the 
fax transmittal sheet.  



• If claiming military spouse preference, you must submit (1) a copy of the 
sponsor's permanent change of station orders showing the spouse as an authorized 
dependent, (2) date of marriage to the military sponsor, and (3) a statement that 
spouse preference is requested for this vacancy and has not previously been used 
to obtain a position in this commuting area. FAILURE TO SUBMIT ALL 
THREE REQUIRED ITEMS WILL RESULT IN LOSS OF CONSIDERATION 
FOR MILITARY SPOUSE PREFERENCE. This information must be faxed to 
757-396-7236. The fax transmittal MUST have your name, social security 
number and the announcement number listed.  

• The application submitted for this announcement cannot be used for any other 
announcement. Listing multiple announcement numbers on one application could 
result in loss of consideration for this or other vacancies. 

ADDRESS FOR MAILING APPLICATION MATERIALS: 

ATTN: NV188855  
HUMAN RESOURCES SERVICE CENTER EAST  
CODE 52 BUILDING 17 
NORFOLK NAVAL SHIPYARD 
PORTSMOUTH, VA 23709-5000 

PLEASE PRINT OUT THIS ANNOUNCEMENT AND READ STEPS 1, 2 AND 3 
COMPLETELY BEFORE APPLYING.  

For additional information concerning this vacancy you may call Gwendolyn Smith 
at 757-396-7994.  

To be eligible for Federal employment, male applicants born after December 31, 1959, 
must certify at the time of appointment that they have registered with the Selective 
Service System, or are exempt from having to do so under Selective Service law. 

In accordance with 18 U.S.C. Section 1719, applications will not be accepted in postage 
paid government envelopes. 

The Department of the Navy provides reasonable accommodation to applicants with 
disabilities. Applicants with disabilities who believe they require reasonable 
accommodation should contact the Equal Employment Opportunity staff at (757) 396-
7858 to ensure that the Department of the Navy can consider such requests. The decision 
to grant an accommodation will be made on a case-by-case basis. 

The Department of the Navy is an Equal Employment Opportunity Employer. All 
qualified candidates will receive consideration without regard to race, color, religion, sex, 
national origin, age, disability, marital status, political affiliation, sexual orientation, or 
any other non-merit factor. 

 


